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Organized Information in the Use of Business 
By John A. Lapp, Director, Indiana Bureau of Legislative Information. 
About a year  ago a writer i n  a popular 
magazine described llle uses which one 
large concern has for organized informa- 
tion for  its business. This  concern-the 
Simmons hardware con~pany of St .  Louis- 
by a system of getting and tabulating facts 
of value and by keeping i n  touch with in- 
formation of all the factors affecting its 
business is able so to  organize i t s  purchases 
and plan i t s  selling campaigns t ha t  the re- 
sult i s  a maximum of efficiency. The ex- 
ecutives of the  company a r e  able to n~alre 
their plans with the precision of a military 
organizntion. Before them i n  tabulated 
form a r e  chartcd the points of attack and 
the difficulties to  be encountered. They are 
able t o  procced upon the basis of correct 
information concerning the  territory cov- 
ered, t he  needs of the people and  their rela- 
tive ability t,o purchase. All emcient busi- 
ness houses do this in  a way, bu t  not with 
organized precision in collecting data and 
making i t  available. This is  efficiency of a 
high order and i t  redounds not  only to the 
success of t h e  concern but it gives preci- 
sion and  individual yower to the employees 
and salesmen. 
The idea of organizing information for 
t.hc nlanagers and the men who are doing 
things, has been widely applied within very 
recent years t o  varied lines of industry arid 
business and with pronounced success Or- 
ganized information is now filling a place 
effectively i n  some concern8 which was 
either not filled a t  all in the past or was 
filled by the exlraordinary ability of single 
executives who carried the knowledge in 
their heads as  n personal asset temporarily 
loaned to the company. 
This new development of specialized 
means for collecting and classirying useful 
information has  been an inevitable result 
of industrial and commercial growth. It  is 
the same necessity which brought forth the 
legislative and n~unicipal reference bureau 
for the service of governments. When thc 
processes of industry were simple and the 
market restricted, when competition was 
negligible, precise methods of business were 
less important. Proflt was had by lceep~ng 
up the price. The  "rule of thumb" was the 
only guide of business. But in the changed 
conditions, the managers of industry must 
use keener and more accurate weapons and 
carry on the contest a t  longer range and 
with more highly trained antagonists. They 
must do it, too, with industnal plants in- 
creasing almost daily in the complexity of 
their equipment and difRculty of efficient 
management. Above all, they must grapple 
with complicated economic, social and legal 
conditions. 
The modern business man must be  pro- 
gressive to keep up with t h e  progress of 
business. He must  know the new and be 
ready to adopt or reject i t  on occasion. He 
must be informed of the very latest facts 
affecting his business and he ought t o  have 
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information whic l~  will 11ply hinl to  penetrate 
some distance inlo the future t o  see the 
trend of things. \Ve Iiave pily for the 
Snrnler who cradles his gram, oblivious of 
the   fact^ of agl ' i~111l~ral  1)rogrcss; o r  tlle 
~nnnufacturcr  whose machinery is obsolete; 
or the bnnlrer clinging Lo old methods be- 
cause hc  is  used to them, or 'he  bourbon 
in any walk of lire ~ h o  thinlts and  acts i n  
terms of a f o~go t t c~ l  time will1 regard to 
economics, politics, eclucation or  business. 
Everything about us is changing and i t  is  
a constant process and n. constant strugglc 
to keep adjusted lo onc's environment. 
"Etcrnal vigilance" is a s  much the price of 
permanent success in l~usiness a s  il is of 
power in politics. 
There was  a lime when mcn succeeded 
by "lrnowing' thelr own business" mid st.iclc- 
i ~ i g  to  it. There are cases still es tan t  of 
such success. I t  is, however, n o t  u, safe 
theory of success I t  is  not success in the 
largest sense. I t  is more oflen accidental, 
temporary success-a taking aclvantage of 
pecn1i;w and for1.11nnte opportunities for the 
time beiug. But for endnring success, a 
broader knowledge of onc's own business in 
its largest phases coupled witli a concise 
knowledge and analysls of the successes 
and failures in similar lincs and of business 
in general and a comprehensive grasy of 
economlc and soc~a l  progrcss a r e  the re- 
quiremcnts of the new day. 
Far-seeing business meu have been keen 
to  employ methods which would help them 
to  grasp, t o  11olcl and to use the things 
wl~ich  their business must employ to be 
successful. One of Ll~ese new methods is  
this new type of organ~xation-the special- 
ized ~nformation bureau or library. 
Of course, boolrs have always beeu used 
in business, for pracnticai purposes, albeit 
s bourbon business man ~co f f s  a t  tlle iden 
tha t  anyone can tell him in a book how to  
"run his business." Rnt mere books do 
not constitute the specialized library. In 
fact, in  a good sgecml library there  will be 
few books. Instcad, there mill be  chapters 
of boolrs, pamphlets, figurcs, maps, type- 
written rcgorts, cllgpings, tables, cos t  sheets, 
drawings, forms, catalogs, etc, and al l  classi- 
fied and arranged, no1 for display but for 
constant and  efRcient use. There will be 
tabulated information drawn off from the 
mass. The  busy man must have his  facts 
boilecl clown and right ilp to t he  minute. 
If his problem is  one of accounting, he  
m ~ m t  not be  compelled to  study t h e  lnass 
of accounting literature, but he  sllould find 
nnder the proper clavsificatioll the  latest  au- 
thorities on h ~ s  particular problem of ac- 
counting. It' the  salesluan has a problem 
of geography, the library supplies the an- 
,swer, without wasting time in needless 
search;  if the machinist is  confronted by a 
novel question, he can get help from the 
classified information, and so through tlle 
whole range of the departments. In  place 
of the underlainty of hearsay facts, IS sup- 
plied the best and lalest intelligence of 
lliinlrers and doers. 
One large user of the special library-the 
Bi~r ro~ighs  adding nlachine co.-is planning 
to bring the collected data in touch with the 
men by preparing a classifled index of the 
data available in ils different departments 
and placing a vest pocket copy in each em- 
ployee's hands so tha t  he will not need to  
depend upon the chance explanation of per- 
haps poorly informod co-workers but may 
go a t  once to the authoritative knowledge. 
The users of the special library know 
that  experience is a great teacher. One's 
own experience is perhaps more lasting in 
i ts  effects, but i t  is folly to  depend upon i t  
for the whole range of activity. A man has 
but a small part  of the personal experience 
necessary for his business. I t  is  not what 
he knows but what h e  knows where to flnd 
that is the true test of emciency. His own 
experience must be tempered witli that of 
others, and thereby the foundation of his 
lrnowledge gained by  experience will be 
broadened. Tha t  is t o  say, that knowledge 
wherever found must be utilized if the man 
is to be efficient. Much of other men's ex- 
perience must  be gained through printed ma- 
terial and to ignore tha t  source, is to  court 
failure if not  disaster. 
So vital has  been the  idea t o  business and 
so quickly have broad-gauged business men 
grasped the  signiflcancc t ha t  we now have 
extensive special libraries maintained a t  
considerable expense by business concerns 
Tor the special purpose of keeping the man- 
agement and the men abreast of the  times 
and supplied with the  latest and best busi- 
ness-building data. Upwards of a hundred 
large concerns have such libraries, equipped 
extensively for dividend-paying service. 
There a r e  libraries for banking and other 
Anancial institutions, public utilities, auto- 
mobile manufacturing, rubber plants, ac- 
counting, chemical works, industrial re- 
search, railroad economics, life insurance, 
fire insurance, salesmanship, various kinds 
of manufacturing, retail s tore libraries, em- 
ciency libraries, artinan libraries, editorial 
libraries, besides many special collections 
for special purposes. 
In this new business venture the practical 
uses of the library a r e  disclosed. Libraries 
have existed t l~rougl~out  t he  times of re- 
corded history but for centuries they re- 
mained mere depositories of learning. Their 
Ideal was to collect and preserve so tha t  
the data for future students and historlans 
would be ?t hand. 
It  is related or a librarian of Harvard n 
few decades back, that,  one Saturday, com- 
ing out of the library a t  noon, he said, with 
a sigh of relief, "Every book is inside bu t  
one, Agassiz has that and I a m  going after 
that  now." Such were the uses of collected 
knowledge! 
SPECIAL LIBRARIES 
111 t h e  days whcn material was in manu- 
script and  copies were rare, nluch care was 
IleCesstlrY to preVCIlt loss and :here are li- 
braries today fllling the role of preservers 
~ 1 1 0 ~ ~  chief fuiiction i t  is and sllould be to 
get m d  hold the Priceless documents of! 
hiSt0I'~. , Such, however, is not the  proper 
ideal f o r  very many libraries, and certainly 
not f o r  the  DractiCal business library. Use 
is  t h e  IleW note which has been struck in 
these times whcn a mass of practical litera- 
ture ha s  been created for alnlost every line 
nnd stands a t  hand rcady to pour out its se- 
crets 1.0 the worker who will seek to lrnow. 
The library for business preserves only to 
usc and  therefore only that  which i t  can 
UBF). 
These practical libraries for business are 
intencled for the  doer a s  well a s  the  thinlrcr. 
Thcy a r e  inlended to focus the lrnowledge 
and exye r i~nce  of thinlrers and doers a t  the 
point oC attack and by their force to solve 
practical Problems. By these means is ef- 
fected the  translation of the potential knoml- 
edge stored up 111 printed materials into the 
act.ua1 producls of mind and slcill. 
Some ot  the big public utility companies 
maintain specialized libraries to collect and 
put i n to  the channels of use, infornlation of 
the progress of the industries i n  their en. 
glncering, legal, chemical, accounting, eco- 
nomic, business and olher departments. The 
library brings simple Pacts a s  well as  tlle 
researches of many minds in many lands to 
the man  wlth a problem. It tells hoV a 
thing has been done. It  enables the man to 
a t tack  his problern guided by other men's 
experience a s  well as  his own. He may 
lijgin where the other8 have left off. 
Not  only must the problems of tlle op- 
eration of the plant he solved bul  lhe large 
economic, legal and business aspects in- 
volvcd in their relation to tllc public must 
be studied. Hcre the library plays a title 
role in serving the managers of the institu- 
tion. There is  scarcely a problem of ally 
sort  bu t  somehody, somewhere, has  given i t  
tllougllt and perhaps found its solution. Al- 
most every subject has its special literature. 
The library brings this out and this litera- 
ture into action. 
The extensive libral'ies of the United gas 
improvement company of Philadelphia, Stone 
and Webster of Boston, Henry Byllesby corn- 
pany of Chicago, the Pcople's gas light nnd 
colre company of Chicago, the Public Sew- 
ice comlnission of New Yorlr City, the Bu- 
reau  of railway economics of Washington, 
and of numerous gas, electric Power, rail- 
way and light companies, are a substantial 
evidence of their value. 111 the same field 
the libraries of the American telePllo1le and 
telegrapll company stand out Perhaps a s  tho 
most, comprehensive and useful and the 
used collection of business data in the 
country. The  business of the  company is  
nation-wide and i ts  interests in  3rOgreSS are 
world-wide. Six special libraries are the 
collectors and conservors of the Company's 
data. There i s  a legal library which seelrs 
to keep In close touch with laws, 
nances and legal discussions ; an accountillg 
library devoted to thc multitude of needs for 
this important part of the cornany's activl. 
tY; an  engineering library with specialized 
engineering literature in which the most 
intimate knowledge of the cities of tlle 
country and their probable development is 
cOlleCt€!d; a go~erl lment  ownership library 
where every fact and d~scu~s ion  bearing on 
government ownership is preserved, a li- 
brary of foreign statistical information 
showing the progress of foreign countries in 
telephony and telegraphy and lastly a li- 
brary of Commission research in w111cl1 is 
gathered the laws estnblisliing public utility 
commissions and thc findings, decisions and 
rulings of the commissions and of the Inter- 
state commerce commission. 
Another department oP business where the 
library plays a big part is in the financial 
institutions. Typical of these may be given 
the cxtensive activity of the National city 
bank of New Yorlr in gathering data and 
making i t  work in the service of the bank. 
The bank must fecl the pulse of the coun- 
try ancl ~t need^ finely adjusted machinery in 
order that the test sl~all be accurate. Hap- 
hazard methods will not do Hearsay evi- 
dence may not  he relied upon. The bank 
must have the actual facts The library gets 
the facts from all sorts of published sources. 
I t  clips newspapers, magazines, reports and 
secures much data by personal correspond- 
ence. Tt studies the  activit~es of the bank 
and anticipates other possible activities. It  
charts the needs and stretches ~ t s  net for 
business facts and presents them. Its scope 
is equal to the  scope of the bank Any de- 
partment may get from this storehouse, the 
information which helps build its business. 
Manufacturers, too, have found the library 
a bu~iness  asset in their programs 01 em- 
ciency. Two dlstinct problems confront the 
manufacturer which he uses the library to 
attack-the mecllanical operation of the fac- 
tory and tllc selling of the product. Em- 
cient management requires tliat the very 
best mechanwm be installed. In tlle Ira- 
leidoscopic cl~anges somebody must make i t  
his business to  keep the manager and men 
informed of the "state of the art" and the 
minutest details of thc ar t  The wisest 
economy is t o  colleet the information a t  a 
central point-the library-and guide ~t to  
the man who can use it. Often, too, the li- 
brary being on the picket line, is able to 
discern tendencies and thus help to guide 
the management wisely. 
In the selling end of the industry is often 
found the secret of success or failure. Just 
so f a r  as  a selling campaign is based upon 
ancl guided by accurate information such as  
the library collects, its chances are in- 
creased. The  selling campaign which is not 
broadly and intimately informed has a seri- 
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ous handicap. Sonlc of the  most effective 
work of special libraries ha s  been done in 
advertising and sclling He rc  their  geo- 
graphic information, thew collections of 
consular and trade reports and  docun~ents  
relating to  state and local developments, 
crop statistics and weather condiiions, trade 
catalogs and descriptive material come into 
effectwe servlce. ' 
As a developer of the human factor in 
business, the organized informatiou bureau 
or library pronlotes persolla1 and business 
efficiency and, therefore, national efticiency. 
Clear-sighted business sees t ha t  i t s  succcss 
is promoted by the development of i t s  hu- 
n ~ a n  units. Thus such conccrns a s  t he  Re- 
tall c red~t  company of Atlanta, Georgia, 
maintain a l~b ra r y  to build up  their  men. 
The weakness of the man i s  (I~scovered and 
the opportunity is  given t o  correct i t  by 
studies of the developing sor t .  The  possi- 
bilities of a man are also discovered and 
means for develol~n~ent  put in his 11tmd. 
Retail stores such as thc UTilliam Filene 
sons of Boston, Marshall Field COnlpFlrly of 
Chicago, and the Nalional clonk and  suit 
company of Ncw yorlc develop their  em- 
ployees by giving them tho  opportunity 
through the literature of their worlr to  have 
a broader Irnowlerlge of tho things they are 
doicg or the  articles they n r e  se!ling. 
To  multiply examples would be fruitless 
hut Illere i s  another fleld where t he  special 
library has an intensely practical applica- 
tion-the field of industrial and cl~emical  re- 
search. In the neighborhood of Berlin is  
situatecl an institution lrnown a s  the  Na- 
tional testing lahorntory. He re  a n y  mnnu- 
f a c t ~ ~ r e r  map  send 111s problems a n d  have 
them attacked by experts. When  a problem 
comes in the first test is t o  see what  has 
been done on that proposition bcfore. The 
literature of the subject is studied nnd pre- 
vious tests reviewed so that  when t h e  prob- 
lem is finally attacked In t h e  laborntory, i t  
is lrnown that  it had not been solved be- 
Core. licre, is  elflciency of u high type. Dnt 
how little is  it Collowed by t h e  average man- 
ufacturer! 
Mr. Arthur D. Little of Boston, himself a 
pioneer in the use of the library a s  a tool 
in research in industrial laboratories, said 
recently: "These laboratories should each 
be developed around a special library the 
business of which should be to  collect, com- 
pile, and classlfy in a way to  make all in- 
stantly available, every sc rap  of informa- 
tion bearing upon the materials, methods, 
products and requirements of the Industry 
concerncd. mod err^ progress can n o  longer 
depend upon accidental discoveries. Each 
advance in industrial science must  be 
studied, organized and fought like a military 
campaign. Or to change t h e  figure, in the 
early days of our science, chemists patrolled 
the shores of the great oceans of the  un- 
known and seizing upon such fragments of 
truth as drifted in within their  reach, turned 
Illern t o  the enriclimeilt of the intellectual 
and material life of the coin~nunity. Later 
they ventured timidly to launch the frail and 
oftcn leaky canoe of hypolhesis and returned 
with richer treasures. Today, confident and 
resourcefnl, a s  the resull of many argosies, 
and having lcarned to read the s tars ,  or- 
ganized and eclulp~~cd, they set  sail boldly on 
a charted sea in staunch ships \vith tiering 
canvas bound for the new El  Dorado" 
In all Lhcse companies and in scorcs of 
others, the library of business inlormation 
is treated a s  a business a ~ s e t .  I t  has its 
place along with the accounting ur t he  uther 
depnrtmcnts. I t  pays dividends or it would 
not be a part of a business organization By 
those colnpanies which have used t h ~ s  form 
of library, ~t is considered indispensable. 
No betler proof may be adducer1 than to 
quote the words of Mr. N. C. Kingsbury, 
Vice-President of the American teleylione 
and tclegrnph company. 
"Such a library 1s in large nlcasurc a 
record of the inistalres and thc ach iever~~ents ,  
the successes and thc failures of t h e  past. 
In thinking of the value-nay, of tho ne- 
cess~ty-of n modern library Lo n modern 
business, this question a t  once a r i ses :  Wlmt 
coul~l we do w~ thou t  thcse rccords? We 
know what thc ancients clld-i.hey groped 
about In uncertaiu ty ancl clsrlrness ancl 
doubt: they went a s  fa r  a s  they could will1 
logic, with pl~ilosoglly, and thcn had  recourse 
to various omens and divinations Rul if 
me would decide on a wlse coilrse for the 
future we look to the records of tlic past: 
we weigh the successes and the failures of 
those who have gone before us. a n d  instead 
of journeying to the oracle of Delphi, we  
naturally turn to the modern library." 
I t  is  a fact oftcn rcinarlrecl t h a t  n. wid0 
gulf sel~arates  the practical man  of affairs 
from the so-called lheoretical m a n  of learn- 
ing. The former scofk a t  the la t te r  and in  
return Lhe latter pities the ignorance of the  
for me^'. Whereas there should be t h e  most 
intiinatc. relation between t he  m a n  who 
ln~ows and the mall who does, so tha t  tho 
knowledge of the former may bc  utilized 
in the practical acts of the latter,  there  has  
generally been too little cooperation for the  
good of ellher or the people a t  large. 
In this s tate  of affairs, we have  gone on 
s t a ck~ng  up knowlerlge on the  one  hand 
while we have gone on ignoring ~t on the  
other. Instead of creating lmowledge so  
that i t  might be assimilated by u se r s  much 
as food is ass~milated In the body, w e  have 
mentally starved our workers and  rendered 
ineffeclive the work of thinkers. There is  
enough accumulated knowledge of a prac- 
t ~ c a l  sort to  revolutionizc t he  world if it 
mere put into ac t~on .  Enough knowledge 
of agriculture is stored up i n  printed ma- 
terials to make two blades grow where one 
grew before, if i t  had an  eRective outlet t o  
the man on the farm; the honles of this 
country would be ideal if the  practicnl 
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lcnowledge-the products of the thinkers- 
could be t rans la ted  into the housel~old arts; 
industry would proceed upon a more per- 
manent  and fundamentally sound basis if 
t h e  nmnagers a n d  men could and would 
utilize the  Wonderful stores of scient~fic 
knowledge, which the theoretical men of this 
and  Past t imes have bcen creating; and 
business would n o t  be the uncertain, hap- 
l~aznrd  and altogetller pessinlistic activity of 
man  if i t  were guided by exact data  and 
based Won accura te  lmowledge. 
The  problem of the tim'e i s  to bring the 
so-called "theory" and "practice" together; 
to translate knowledge and infor~netion into 
action; and to gather and create knowledge 
for the suecific purpose of the practical doer 
of things. 
In the new era of business efficiency, the 
problem 18 being solved. The storel~ouses 
of knowledge, information and facts are be- 
ing opened and pract~cal outlets are being 
established connecting to tho farm, the 
home, to industry and to business. The 
means by which this is being accomplished 
is through the pmctical organization of 
speolfic knowledge for direct and efficient 
service through the medium of the informa- 
tion bureau or special library. 
Handling a Large Circulation in an Office Library 
By Mar l  F a y  Lindholm, Public Service Commission Library. New York City. 
Since the r a i s o n  dletre of any collection of 
printed material,  particularly in t he  prac- 
tical sphere i n  w l~ i ch  special libraries flour- 
ish, depends upon  the extent to which such 
material is used ,  i t  may be of interest to 
read the  methods of an  ofhce library which 
is so well used tha t  the circulation has al- 
most reached t h e  possible maximum. The 
library re fc r red  to ia that  of t he  Public 
service commi~s ion  for the  Firs t  district, 
New Yorlc city. The  worlr of the commis- 
sion consists of regulation of gas, electric 
nnd transportat ion companies, and the plan- 
n ing  of a sy s t em of rapid transit snbways 
for  Lhe city T h c  commission has  2,000 em- 
ployes, of whom the majority are engineers 
nnd draftflmen engaged in designing the 
subways, and  mecting the  many intricate 
englncering problems that arise i n  connec- 
tion with subway construction. As an aid 
t o  the work of the Commissio11, a library 
w a s  established in 1907, which now con- 
t ~ i n s  about 6,000 books and 14,000 flle arti- 
cles nnd pamphlets. Since the general feat- 
u res  of the l ib ra ry  system have been pre- 
viously described (see Special Libraries, 
Mar., 1910; Engineering Record, Jnne 11, 
1910), no  a t t emp t  a t  repetition shall here be 
made. Our intention in this article is to 
present the peculiar features of circulation 
i n  an omce l ibrary which serves a large 
number of employees, not only in the main 
omce but i n  outside divisions scattered 
throughout the city. 
Bulletins. 
At t h e  outset ,  i t  was realized t,hat the li- 
brary must "go to the employees" through 
messenger se rv ice  and through weekly bulle- 
tins, pers i s ten t  endeavor along this line 
ha s  built up our present circulation. 
The library subscribes to G O  or more peri- 
odicals relating to the Commission's work. 
These are examined regularly, and articles 
of interest to the ernployccs are indexed and 
included in the bullet~ns oC current refer- 
ences. New lioolcs, special reports, pamph- 
lets an8 other items from many sources are 
also noted. The bulletin is then stencilled 
and dislributed to all employees of the com- 
mission. The lLeins desired are checked 
and the bulletins returned to the library, 
where reserve lists are kept and the mater- 
ial is sent to each in turn. At present, we 
are distributing three bulletins weekly, 1,200 
copies bcng made. Two of these include 
the current references. The third is an in- 
stallment of a subject catalog of the books 
arid the most important pamphlets in the 
library, selected and rearranged from the 
loose-leaf catalog, which is contained in 24 
binders. This series of bulletins was 
started Oct., 1914, and will probably be 
completed in twenty months from that date. 
Each bulletin of current references con- 
tains about twenty items, and each install- 
ment of the subject-catalog about twenty-six 
items. 
Charging Slips and Forms. 
The charging slip used is here reproduced 
(actual size 4 by 5 inches). 
It  allows space for many borrowers, and 
also for reserves, which are transferred to 
the borrowers' colulnn when their name is 
reached. I t  admits of filing books by 
author, periodicals by title and date, and 
file articles by call number. An identical 
slip of yellow is used for purely reference 
books, such a s  dictionaries, almanacs, di- 
rectories which i t  is desirable to have re- 
turned within 24 hours. 
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CALL Xo. AUTHOR (hook) TITLE (book) 
TITLE (periodlcnl) DATE (pr r lod~cnl)  
BOHHOWEB 
I 
P s. C., I 
When charging popular material which 
has  appeared on current bulletms, a light 
blue slip is attached to  the material. This 
slip bears t he  borrower's name and the 
statement "This - has been requested 
by a number of employees. It may b e  kept 
3 days only!' The  date due is placed be- 
low. I n  the case of boolrs, t he  number of 
days is changed t o  7 or  14, according to 
the  demand. This plan has been found 
very efficacious i n  promoting promptness in 
return of material. T o  this end, overdue 
notices a re  also regularly sent, one form 
stating "please return or  renew." t he  other 
stating "the following - is wanted by 
other readers. If you have not flnished with 
it, but can spare it for  a time, me will re- 
turn i t  to  you later." 
Reserves. 
Wherever possible, books and periodicals 
a r e  duplicated in accordance with t h e  de- 
mand, a s  shown by the  number of names on 
reserve lists on the  cliargillg slips. I11 send- 
ing material to  those on waiting lists, the 
mere order of name on the l is t  is not al- 
ways considered, a s  many bulletins are 
checked up at one time, but an  effort i s  
made to  distribute material evenly, no t  giv- 
ing too much new material to  any  one per- 
son. The  position held by t he  borrower is 
also taken into consideration. 
Rules. 
I n  general, material for  which there is  no 
current demand m8y be  kept two weeks 
and renewed a s  often a s  necessary. Books 
i n  demand m a y  be kept  two weeks without 
renewal; in exceptional cases, the  time 
limit is reduced to  one week, at discretion. 
Wle articles and periodicals i n  demand may 
be  kept three days. No fines a r e  imposed. 
Lost  boolrs must be paid for, if the  respon- 
sibility of loss can be  directly placed upon 
t he  borrower. 
Traveling Libraries. 
The Traveling libraries department: of the 
New York Public library is  drawn upon to 
obtain boolrs requested which are not with- 
in the scope of the Commission's work, or 
which i t  is not thought necessary to  pup 
chase for the library. 
Delivery o f  Material  in the Main Office. 
The clientage of the library occupies not 
only seven floors in the  Tribune building, 
where the main offices of the colnmiss~on 
are located, but also extends to 45 snb- 
offices scattered througl~out Manhattan, 
Brooklyn, the  Bronx and Queens, wherever 
the new subway lines arc being built. 
The majority of the circulation is handled 
by messenger service. In the Tribune 
building, Ale articles and periodicals are do- 
livered and retimned by the regulnr mes- 
senger for tlic secretary's oflice. Thc mat- 
ter  is placed in the commission's transmis- 
sion envelopes, which a re  large manila cn- 
velopes open a t  the right, and one side of 
which is ruled to  allow space for names. 
A regular place is selected on cach floor 
or in each bureau for collection of library 
matter. Books, which it i s  more dcsirable 
to insure against loss, a re  delivered per- 
sonally to the borrower by the library's 
own messenger, tho recipient signing a slip 
bearing name of author, title of book and 
date of charge, a s  a guarantee that he has 
personally received the material. This slip 
is  then attached to the regular charging 
slip. 
Delivery of Material  t o  Outside Divisions. 
One or two nearby offices of "outsidc divi- 
sions" are served by messengers attached 
to those offices. Moat of the outside offices, 
however, are  now served by the library's 
own special messenger, who makes daily 
trips to  several offices, each trip being ar- 
ranged to cover offices in a particular sec- 
tion of the city. 
This service was recently inaugurated 
with a special order of boolrs to serve the 
outside demand, and a special "outside divi- 
sion bulletin" which was distributed only 
to the outside offices. All bulletins are 
mailed to and from the offices. 
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A s  an aid in handling the messenger work 
for outside divisions, the receipt slips which 
have  been signed by the borrowers a r e  not 
attached to tlle charging slips, but a r e  kept 
in a separate file, according to the address 
of the particular office a t  which the material 
is being used a t  the time. This makes it 
~ o s s ~ b l c  to  know just what material is a t  a 
particular omce and when i t  will be  due, 
so  that overdue material can be called for 
when delivering material a t  any particular 
office, and re-distributed on the  same trip, 
wherever practicable When material is 
returned, the receipt slip is returned t o  the  
borrower o r  destroyed. 
Our messenger service thus extends 
through four boroughs, from Fordham Road, 
in the borough of the Bronx, twelve mlles 
north of the main ofiice, throughout the 
borough of Manhattan, and east to Queens 
Plaza, across the  Eas t  river; again, crossing 
the East  river directly from the ofice, the 
Brooklyn offices a r e  visited by our messen- 
ger in a ~011therly line a s  far as Bay Ridge, 
5% miles south of the main ofice. 
Statistics. 
The year  1914 has  been the busiest year 
in the history of tlle library, the circulation 
having increased 53% and the reference use 
90%. The  combined circulation and refer- 
ence use for 1913 was 15,322, that for 1914 
was 23,561, a record which well attests the 
valuc of the library as  an adjunct to the 
work of the  commission. 
Since the  messenger service to outside di- 
visions did not commence until Jan., 1915, 
we expect still greater results during this 
year a s  the fruit of our policy of "bringing 
t he  library to our  community." 
Lia of References on Municipal Accounting 
(Compiled under the direction of H. H. B. Meyer, Chief bibliographer, Library of 
Congress, with the co-operation of the s t a t e  libraries, s ta le  legislative reference de- 
partments and municipal reference libraries. Contributions were received from tlw 
fouowing: Connecticut, Indiana, New York, Pennsylvania, Vermont, West Virginia, 
Baltimore, Cincinnati, New York Municipal reference library, New Yorlr Bureau of 
municipal research and St. Louis Public library. Special mention should be made of 
the numerous and valuable contributions by Mr. F. W. Powell of the Bureau of mu- 
nicipal research, New York.) 
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LIBRARY ADVISER I N  T H E  ORGANIZA- 
T I O N  A N D  D E V E L O P M E N T  O F  
SPECIAL LIBRARIES. 
Guy E. Marion, secretary-treasurer of the 
Special libraries association, has severed 
his connection with Arthur D. Little, Inc., 
the well-known concern of chemists, engi- 
neers and managers of 93 Broad Street, Bos- 
SPECIAL LIBRARIES 
ton, Mass., where h e  has been located for 
the  las t  flve years i n  charge of their In- 
formation department. 
Mr. Marion leaves with thc best wishes 
of his former employers, and will devote 
himself to  t he  organization and develog- 
ment of Special Iibraries, o r  Tnformation de- 
partments, in  business houses, industrial 
plants, e tc  
Formerly Mr. Marion was with t h e  Amer- 
ican brass company of Waterbury, Conn., 
a s  head of their Information bureau. For 
several months previous to  February, 1905, 
the matter  of starting such a Bureau had 
been under discussion by the  officials of the 
company, and Mr. Marion was engaged to  
carry ou t  the special investigations leading 
up to the  real work of i ts  establishment. 
This was nne of the pioneer special li- 
brarics devoted to t he  interests of a large 
industrial plant in  America. The General 
electric co. has  nlainttlined a library for 
many years al: Schenectady; the Dodge mfg. 
co. of Mishawalra, Indiana, has a library. of 
more recent beginning. Among the many 
others might be  mentioned the following 
large companies,-B. F. Goodrich co. of 
Akron, Ohio, National carbon CO, of Cleve- 
land, Ohio, Flymouth cordage co., P lymo~~ th ,  
Mass., Solvay Process CO. of Niagara Falls, 
N. Y., Studebaker corporation, South Bend, 
City planning. 
A Classiiied selected list nf refcrences 
on city glunning, by Theodora Kiniball, 
Librarian, School of lwtdscape architec- 
ture, I-Iarvard university, has  been issued 
by t h e  National corlference on city plan- 
n i q .  The references a r e  arranged nc- 
cording to the system contained in City 
planning; a comprellensive analysis, pub- 
lished in 1013, and prepared by Miss Rim- 
ball in  collaboration with Professor James 
Stnrges Pray  of the  Harvard School of 
lanrjmapc architecture. 47p. 1915. 
Commercial clubs. 
The  Proceediugs of the, Ccntral assccia- 
tion of commercial secretaries for 1913 
(Secy-Treas., J. D. Biggers, Toledo Com- 
merce club) contains a List  of readings 
for commercial secretaries, prepared by 
P. T. Cherington, of Harvnrd university, 
from reading lists for the Harvarcl course 
for training commercial secretaries. 2p. 
Constitution. 
A Gcneral bibliography, a t  t he  close, 
and shorler lists appealing a t  t he  end or 
various chapters, comprise t h e  bibli- 
ogmphical material in  James Quayle 
Dealey's recently published Growth of 
American state constitutions. 1915. 
Dralnage. 
John  R. Haswell, in  his Land drainage 
in Maryland, Bul. no. 186 of the  Maryland 
Agricultural experiment station, lists the  
best books and bulletins on drainage. 
p.102-3. Oct., 1914. 
Emergency relief. 
The Russell Sage Ioundalion library 1s- 
sued a s  its Dnl. no. 8, Dec., 1914, a selected 
bibliogra~lly on Emergency relief, covering 
relief in periods of war and industrial de- 
prcssion arid relief in disaster. 3p. 
European war. 
A complcte list of the season's wa r  
l~oolcs which was published in part on Nov. 
29, appears in the New Yorlc Times Re- 
view of boolrs, April 18, 1916. The  172 
titles listed a re  classified for the most part 
under country. 11.145-7. 
lnltiative and referendum. 
The Notes and references which supple- 
ment J. Van der Zee's Direct legislatiou 
in Iowa, l)ublisl~ecl a s  no. 4, v. 2, of the  
Iowa applicd history series, constitutes a 
bibliogrnphy on t he  subject of the study. 
p.63-71. 
Intoxicating liquors. 
The Yearbook of the United States  
brewers' association for 1914 devotes a 
chanter to "New publications on the drink 
question." 11.233-47. 
Italians In the U. S. 
Ina TenEyck Firkins, Reference li- 
brarian of the University of bIinnesota, 
has compiled a list on Italiang i n  t h e  
United States, which may be found in the 
Bulletin of bibliography, Jan., 1916. p.129- 
132. 
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Jewelry. 
A List oC boolcs mid articles on hand- 
wrought jewelry, c o n i ~ ~ l e d  by E. A. Gun- 
delnch, is  published in thc St. J~ouis  IJublic 
Library Rulbtin, Oct., 1914. p.289-290. 
Municipalities-City manager. 
Harry Aubrey Tovlil~in, jr., IS Lhc alitllor 
o f  a new book in tho Natioiial iilunicipnl 
league series, entitled The  city manager, 
n new ~)rofession, nhich incll~iles as  All- 
])cndis E, 10 1)ages of h~bllogral~hy on the 
subject, p.289-298. 1!)15. 
Wl~~n~cipalities-Commission-manager govern- 
ment. 
An Annotated l ~ s t  of material in the 
Cal~forn ia  State library on city manager 
and commission-luannger Col-rns of mnnici- 
pel government is printed in News notes 
of California libraries, Jan , 1915. A list 
of cities l~aving city managers nt the date 
of compilation is included, and tho list is 
subdiviilcd under General. Training, Cliar- 
ters  and umler individual c~ l ies  and Ger- 
many. p.7-14. 
Officers-Removal. 
The Notes and relerences groupetl to- 
gether a t  the close of C I<. Pntton's Re- 
lnoval of l~ublic oflicinls in Iowa, pub- 
lishecl a s  no. 7, v. 2, of tlic Iowa upp11ecl 
history scries, forin a rcarliiig 11st on the 
topic discussed p.59-fiZ. 
Police. 
Rayn~ond 13 Il'osdiclc's European pol~ce 
systcms, the  latest publicet~on from the 
Burean of soc~a l  hygiene, contains a b~bli-  
ography p 409-20. 1915 
P r ~ m a r y  electicns. 
A bibliogmpliy conclu(1cs llie t l~cs i s  of 
N. 1-1. Ilebel on Tlic direct primary in 
Ncbi9aska, prcsu~lted to thc faculty of the 
University of Nebraska and published by 
the University and the Nebraska Legisla- 
tive reference bureau as  Bul no. 7 in tho 
Nebraska history and political science se- 
rles. D . ~ O ~ - I Z .  Nov., 1914. 
Rural I~fe. 
A selected bibliography on rural social 
science has been issued by thc Massachu- 
setts agricultural college through its Divi- 
sion of rural social science in response to 
frcqncnt requests for informatloll ae to 
llelpful literature on various aspects of 
rural life. The bibliogral~liy may be had 
free upon request to Pres. Kenyon L. But- 
terfield, Amherst, Mass. l l p .  1911. Li- 
brary Icaflets, published by the College, 
contains supplementary lists on Boolrs for 
tree wardens, Rural civic improvement, 
Books for the amateur flower gardener, 
Farmcr's co-operative associations, Mar- 
keting farm products, Farm and garden 
papers. 
Social centers. 
A 1915 reprint of the University of 
South Carolina Bulletin lor Oct , 1!)13, 
The school a s  social center, by G. 11. 
Edwards, jr., contains a bibliography, 
11.57-78, wl~ich  is  not, however, brought 
up to date. 
Tax commiss~ons. 
The fourth edition o l  Essays in tasa- 
tion, by Edwin R. A. Seligman, revised 
and enlarged, contains a Bibliography of 
reports on special commissions on taxa- 
tion. p 676482. 1913. 
Vocational education. 
A list of helpful publications concern- 
ing vocational instructio$ prepared by 1,. 
A. Wilson, Specialist i n  industrial schools 
of the Division of vocational schools ot  
New York state, is  issued a s  no. 569 of 
the Bulletin of the University of New 
York. 41p. June 16, 1914. 
